UNI TED STATES MARI NE CORPS
HEADQUARTERS AND SERVI CE BATTALI ON
MARI NE CORPS BASE
QUANTI CO, VIRG NI A 22134-5043

BnO 5216. 2B
B 07-1
3 Jul 01

BATTALI ON ORDER 5216. 2B

From Conmmandi ng O ficer
To: Di stribution List

Subj: AUTHORITY TO SIGN “BY DI RECTI ON' ON CORRESPONDENCE

Ref:  (a) SECNAVI NST 5216.5D
(b) MCO P5215. 1H

1. Situation. To provide policy and gui dance for signing
correspondence in the nanme of the Commanding O ficer, Headquarters
and Service Battalion.

2. Cancel | ati on. BnO 5216. 2A

3. M ssi on.

a. The Commandi ng O ficer, Headquarters and Service Battalion
will sign all official correspondence |listed bel ow

(1) To higher authority relating to m ssion, genera
efficiency of the Battalion, or which establishes or changes policy.

(2) Replies to or endorsenents to correspondence signed by a
general or flag officer.

(3) Replies to nmenbers of Congress and responses to
congressional or special interest correspondence.

(4) Any correspondence that directly or by inference,
censures a subordinate unit.

(5) Any correspondence that requests exenption from any
Battalion or annual training requirenent.
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b. Wen there is doubt as to who should sign certain
correspondence, refer the correspondence to the Battalion Adjutant.

4. Executi on.

a. Individuals assigned to the followng billets are authorized

to sign official correspondence “By direction” of the Conmandi ng
Oficer.

Executive Oficer

Adj ut ant

S-1 Admi n Chi ef

S-2/S-3 Oficer

S-3A Oficer

S-4 Oficer

Oficer in Charge, Consolidated Adm nistration
Legal O ficer

Supply Oficer

b. Battalion staff officers will ensure that correspondence
signed “By direction” are prepared in the proper formats utilizing
references (a) and (b). Forward a copy of all “By direction”
correspondence to the Battalion S-1 Oficer daily for inclusion in
the “By direction” fol der.

5. Command and Signal. This order id effective the date signed.
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